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Operations, Partnerships & Special Projects Advisor

Organisation: SIGA LATIN AMERICA

Title: Advisor (Mid-Level)

Contract: Service Provider

Location: Hybrid (Sao Paulo, Brazil)

Compensation: Commensurate with experience + negotiable success related bonus structure
Application Deadline: 31 August 2026

Job Description:

SIGA LATIN AMERICA, the continental branch of the Sport Integrity Global Alliance (SIGA) — the world’s
largest independent and independent coalition dedicated to integrity and good governance in sport — is seeking
a proactive, highly organised and versatile Operations, Partnerships & Special Projects Advisor to support
the organisation’s regional and global activities.

This advisory role is designed for a hands-on professional with strong operational, organisational and
stakeholder engagement skills, capable of supporting SIGA’s leadership in the execution of strategic
priorities, day-to-day coordination, membership engagement, partnership development, event delivery,
institutional follow-up and special projects.

A key priority for this role will be to help generate interest, awareness and opportunities for SIGA, including
supporting outreach to prospective Members, partners and sponsors, maintaining structured pipelines,
preparing tailored proposals and materials, and assisting with initiatives related to SIRVS, SIGA
SOLUTIONS, Permanent Committees and other strategic platforms.

The successful candidate will play an important role in strengthening SIGA’s execution capacity, ensuring
that opportunities are properly followed up, stakeholders are professionally engaged, and strategic priorities
are translated into concrete action.

If you are a reliable, flexible and solution-oriented professional with excellent communication skills, strong
attention to detail and the ability to work confidently with senior stakeholders — we want to hear from you.

Join us in our mission to drive reform and safeguard integrity across global sport.

Key Responsibilities:

» Support SIGA and SIGA LATIN AMERICA’s leadership in the execution of strategic, institutional
and operational priorities.

* Coordinate day-to-day operational follow-up, including meetings, agendas, action lists, deadlines,
documentation and pending deliverables.

» Act as a central point of coordination for selected projects, ensuring tasks are properly tracked,
followed up and completed.

» Prepare, draft, review and format institutional correspondence, official letters, briefing notes, talking
points, presentations, proposals and supporting materials.

» Support the preparation and customisation of membership, partnership, sponsorship, SIRVS and SIGA
Solutions-related decks and proposals.

* Identify, map and support outreach to prospective Members, partners, sponsors and institutional
stakeholders.
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* Maintain and update structured pipelines for membership, sponsorship and strategic partnership
opportunities.

* Support relationship management with existing SIGA Members, including engagement tracking,
meeting coordination, communication follow-up, renewals and membership contributions.

» Support the planning, organisation and delivery of SIGA events, forums, roundtables, committee
meetings and other institutional initiatives.

» Coordinate communications with speakers, participants, Members, partners, sponsors and institutional
guests, including invitations, RSVPs, briefing materials, logistics and post-event follow-up.

* Conduct targeted research, maintain stakeholder databases and organise institutional documentation.

Requirements:

» Bachelor’s degree in Business Administration, International Relations, Communications, Marketing,
Sports Management, Public Policy or related fields.

* Proven experience in operations, project coordination, partnerships, executive support, events,
business development, sponsorship, or similar roles.

» Strong organisational and planning skills, including the ability to manage multiple priorities, meet
deadlines and follow up effectively.

* Excellent written and verbal communication skills, with the ability to draft clear, accurate and
professional correspondence and documents.

» Strong attention to detail, accuracy and commitment to high-quality delivery.

* Demonstrated ability to communicate professionally with senior stakeholders, Members, partners,
sponsors, public authorities and external organisations.

* Proactive, flexible and solution-oriented approach, with willingness to support both strategic and
operational tasks.

» Strong working knowledge of Microsoft Office applications, databases, contact lists, shared drives,
online meeting platforms and digital administration tools.

* Fluency in English (written and spoken).

* Availability to work in a hybrid model.

Nice to Have (Non-Mandatory):
* Experience supporting membership-based organisations, associations, NGOs, international
organisations, consultancies or think tanks.
» Familiarity with CRM tools and other structured stakeholder tracking systems.

Application Submission:
If you are interested in joining our global network, partnering with SIGA, and adding meaningful experience
to your CV, send us an e-mail to: comms(@siga-sport.com, including your resume and motivation letter.

Only applications submitted in English will be considered.

Equitable Recruitment Process:

SIGA is an equal opportunity employer that is committed to diversity and inclusion in the workplace. We
prohibit discrimination and harassment of any kind based on race, colour, sex, religion, sexual orientation,
national origin, disability, genetic information, pregnancy, or any other characteristic.

SIGA makes hiring decisions based solely on qualifications, merit, and business needs at the time.
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